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FEDERAL AUDIT CLEARINGHOUSE (2001)

Important Notes for Using
the Internet Data
Dissemination System
(IDDS)

Special Notes to aid the user in querying the Data Dissemination
system as well as data management and interpretation.

Federal Audit Clearinghouse’s entire database. The Federal Audit

Clearinghouse database contains information obtained from OMB Circular A-

133 Form SF-SAC submissions. The FAC uses an Oracle? relational database
to store all data. 1DDS system users may choose any type of database or spreadsheet
application to manipulate datasets that have been obtained from the FAC online
database. Many database users will find Microsoft® Accessa and Excel adequate for
their use, however the FAC does not suggest any one database or spreadsheet software
over another. Due to the widespread use of Microsoft?® the FAC has chosen to use
the Microsoft® Excela spreadsheet and Accessa database applications to provide the
examples you see in this document.

T he Internet Data Dissemination System (IDDS) allows users to search the

The Internet Data Dissemination System Instructions are meant to provide you with
some basic information about relational database principles and how to manipulate our
database to obtain the information you seek. The instructions provided in this
document are provided as a guideline and are not a substitute for relational database or
spreadsheet training. The Federal Audit Clearinghouse strongly suggests that anyone
who regularly uses databases, take a comprehensive relational database management,
data mining and/or data warehousing class.
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Order of Steps
1. Query IDDS. First query the Internet Data Dissemination
System (IDDS) online. http://harvester.census.gov/sac.
You may query using the following methods:
Status of Submissions
Entity Simple Search
Entity Advanced Search
CFDA Simple Search
CFDA Advanced Search
. Download the entire database to search offline.
View. You may view your dataset online or
Save. After querying the IDDS you can save your dataset to view offline.
Import. Import your saved dataset into a spreadsheet or database program.
Sort/Query Dataset. Use a spreadsheet or database program to sort and
perform additional queries on your dataset.
6. Reports. Create internal reports based on your specific query results.

PO oo

akrwm

Database Concepts

Relational Database: A relational database is a collection of information
organized into interrelated tables of data and specifications of data objects.

Table: A table in a relational database is a predefined format of rows and
columns that define an entity.

Attribute: A single data item related to a database object. The database
schema associates one or more attributes with each database entity.

field, column

Example: In the following database table, the attributes are
<name, ID, extension>

|Name |ID |Extension

[lim [124 [7075

Valerie 128 o853 |
[Bob 192 4214 |

Row: In a relational database, a row consists of one set of attributes (or one
tuple) corresponding to one instance of the entity that a table schema
describes.

Primary Key: The primary key of a relational table uniquely identifies each
record (row) in the table. It can either be a normal attribute that is guaranteed
to be unique or it can be generated by the DBMS (Database Management
System).
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Foreign Key: A foreign key is a field in a relational table that matches the
primary key column of another table. The foreign key can be used to
cross-reference tables.

Database Key (DBKEY): A database key is an attribute utilized to sort
and/or identify data in some manner. Each table has a primary key, which
uniquely identifies records. Foreign keys are utilized to cross-reference
data between relational tables.

Many-to-One Relationships: In this kind of relationship one of the entities
in one table can be related many times to another entity in another table.
(See schema below.)

The Federal Audit Clearinghouse Database

The Federal Audit Clearinghouse database is made up of four tables. Each table can
be linked to another table in a database program through a combination of columns in
each table. The FAC uses a combination of both the AUDITYEAR and DBKEY
columns to create the primary key for each table.

The FAC tables are as follows:

Table Name Reference to Form SF-SAC
GENERAL (Part I Items 1-5b & 6-9, Part Il Items 1-5, Part 111 Items 1-8,
Total Federal Awards Expended)
CFDA (Part 111 Items 10-11)
REPORTSAGENCY (Part I11 Item 9)
EINS (Part I Item 5¢)
CFDA Table
Many
REPORTSAGENCY Table
Many
CFDA PROGRAM 1 GENERAL Table
One AGENCY DISTRIBUTION 1
CFDA PROGRAM 2 GEN ERAL
AGENCY DISTRIBUTION 2
CFDA PROGRAM 3
EIN1 EIN 2 EIN 3 EIN4
EINS Table

Many




GENERAL File:

Audit Year

DBKEY

Type of Entity

FY End Date

Audit Type

Period Covered

Number of Months

Multiple EINs

EIN

Auditee Name

Street 1

Street 2

City

State

Zip Code

Auditee Contact Name

Auditee Contact Title

Auditee Phone

Auditee Fax

Auditee E-Mail

Auditee Date Signed

Auditee Name Title (Certifying
Official)

CPA Firm name

CPA Street 1

CPA Street 2

CPA City

CPA State

CPA Zip Code

CPA Contact

CFDA File:

Audit Year

DBKEY

CFDA

Research & Development
Federal Program Name
Amount

REPORTSAGENY File:

Audit Year
DBKEY
Agency CFDA

FEDERAL AUDIT CLEARINGHOUSE (2001)

CPA Contact Title

CPA Phone

CPA Fax

CPA E-Mail

CPA Date Signed

Cog_Over

Cog/Over Agency

Type Report FS(Financial
Statements)

Reportable Condition

Material Weakness

Material Noncompliance

Going Concern

Type Report MP (Major
Program)

Duplicate Reports

Dollar Threshold

Low Risk

Reportable Condition MP
(Major Program)

Material Weakness MP (Major
Program)

Questioned Costs

Prior Audit Findings

Total Federal Awards
Expended

Date Completed (Date
Disseminated to the
Internet)

Direct Award

Major Program

Type of Compliance
Requirement

Finding Reference Numbers
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EIN File;

Audit Year

DBKEY

EIN Sequence Number
EIN

Incomplete File(Status of Submissions):
Audit Year
EIN
Auditee Name
Street 1
Street 2
City
State
Zip Code
Cog/Over Agency
Total Federal Awards Expended
Date Received (Date of last item received.)
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Chapter

Accessing the Federal
Audit Clearinghouse
Database

The Feckral Avdit Clearinghouss databese can be acesed from the Intermet
Follow these examples t aess the FAC databes.

web address: http://harvester.census.gov/sac. To access the database, type
the above address in your browser’s address bar and click Go or press Enter.

T he Internet Data Dissemination System (IDDS) is located at the following

From the FAC home page, choose the third link called Access Single Audit Data.

T Federal Audet Clearinghonse - Microsof Intermet £xpionm =lalA
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+Baci ™ " = @ 13 Jnggrh SFavorites sty oo e @
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FEDERAL AUDIT CLEARINGHGURE

Tha Federal Andil U laarmahkorss oprmwian au babali of Bie Uiifice of
R il ] Pkt ONIR S il pra iy g s

v To discimaite skl sloomstim Ue de geblic il Frdmal igence
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Next, on the Single Audit Disclaimer Information page, click on the Retrieve Records
button to continue to the query options page. The Disclaimer on this page discusses
the role of the Federal Audit Clearinghouse with regard to The Office of Management
and Budget Circular A-133, as well as the nature of the data the FAC collects, stores
and distributes through this system.

3 Singie fedit Disclainier = Microsoft Intermet Explors)
| il Bt Yiew - Favorme Tools Hop
U+Backw ¢ 0 @ H 3 GGenh MPmontes Histon S SEd@

| T ewp—————ree—r el +15+ gl i Diclaimer ~ nforsaticn =] ¥Ga. Links*
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becooedanse HLoh oEEloe of Hansgement apd meoger comi

fipculax R-131 dmevlaed owre 30, 12871, The cleculai. whlon
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Next, select the type of query you want to perform.

Types of Queries you may perform:

Access Optiens for Single Aomlit Diota

o hptiwctions: for Accessine Smele it Data**

® Seagclh the Sueede Andl Tralabkase
2] Eaity Seasch
B sdvanced Entity Search
& (FDA Seanch
B pdvonced CFTLA Search

@ Drowvnload the Complete Smgle Awdin Datalose
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From the Access Options for Single Audit Data page there are several query choices.

1.

2.

Status of Submissions: Check to see where an audit stands in the FAC
processing system.

Entity Simple Search: Search for a list of Entities based on EIN, Name or
State criteria.

Entity Advanced Search: Search for a list of Entities based on any criteria
from the Form SF-SAC.

CFDA Simple Search: Search for a list of Form SF-SAC Page 3 Federal
Program lines based on EIN, Name or State criteria.

CFDA Advanced Search: Search for a list of Form SF-SAC Page 3 Federal
Program lines based on any criteria from the Form SF-SAC.

Download the complete database: Download the Entire database to search
offline.

View a Summary of Single Audits by Fiscal Year.

Access Specialized Reports.




Querying the Online
Database

There are sveral ways t query the Intemet Data Dissemination System. See
the following examples to choose a way that is best for youl

options. Your specific search criteria will determine which search method is

best for you. For instance, if you wanted to find all entities in a particular state,

then the “Entity Simple Search” would be sufficient. However, if you needed
to scale down your results set to only those entities who had program lines on their
Form SF-SAC for a specific CFDA number, in a certain state, then you will need to
query using the “Entity Advanced Search” method.

T he Internet Data Dissemination System (IDDS) provides several search

Important information regarding queries:

1. The FAC database contains all the data from each submitted Form SF-
SAC. ltis agood idea to become familiar with the Form SF-SAC
questions before searching.

2. Adding more criteria to your search will result in fewer records returned.

3. Be broad with name string queries. For instance a query on the name
“New York Board of Education” will not return an entity named “New
York School Board”. It may be better to query on the name “New York”
instead.




Status of Submissions, Entity Simple Search,
CFDA Simple Search Queries

The Status of Submission query allows users to find out where a submitted Form
stands in the processing system. The search is based on the respondent’s EIN,
Name or State.

The Entity Simple Search query allows users to search for a list of respondent
submissions using their EIN, Name or State.

The CFDA Simple Search query allows users to search for a list of Federal
Program data based on the respondent’s EIN, Name or State.

From the Access Options for Single Audit Data page, click on one of the
following links, [T Status of Submisgions or EEntity Search g 4| (FDA Search _

1. Type any of the following criteria:

9-Digit EIN (no dashes, spaces, etc.), or
Auditee Name, or

State. Search Tip: If you enter the state name, i.e., Maryland, the
system will search on all auditee submissions within the state. If you
wish to search for all auditees with “Maryland” in the name, type the
State name followed by a space.

Enter paot of the Auchtee MName, Comnplete S-chait EIN, or Stafe ablreviation to semch the datalngze

2. Optional:

a.  Limit Number of Recordsto: You may choose to limit the number
of records returned. A Maximum of 499 records can be viewed
online. If more then 499 records return from the search, the
download option will be offered.

b. Sort Options: You may choose to sort your result set by the
following fields:

Auditee Name
EIN
Fiscal Year End Date
- State
Lt Mumiber of Records Fetmnedto |_
Saat Crptuoges: | =l

10



3. Click on the

View Results of Audit Status Search or
Download Results of Audit Status Search.

View Results I

Download Results |

11



VIEWING STATUS OF SUBMISSION QUERY RESULTS

ONLINE

If you choose to View Results of Audit Status Search, the list of results from 1-

499 records will be posted online. When a search returns 500+ records the

download option is automatically offered.

3 Renults from Cuery of Sngle Audit Database - Microsaft Eilerret Eaphor
| Fle &5t e Favortzs Toos Help

|“Back = * + @010 Ogsarch SFavemer Sy | e d s @

g%
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Fo=Thee FAC o5 ot essing fie pmdit
W= The FAC is wations S e sdsditee 1o sened aklitnonal mlosmsal o, §see Bele |
Wikl = Bl g Frem
Wil = Bl ey Cranpoat Form Errore
W3 = Rliaaing Coinfonegis
&7 = Form Enos
w5 = Fowek Enove « bt packie Teviaded o Fedaall Acsucicr Tor Tellay-mp
= Tl i e sl argliznce

"\- e Tt Bevenod s dale of imest ecend ieoenpl

Vo weai ch b i odliboed 2 pecoids

LEIO COF BEARTLAND

mmmmmnmm

AL HYSTERL IHT AN i 19 5 GREENE 5T BALTIMIORE  KID (Z1I001%G4) 32198
PR '. ERATY CF hLARYLARND . i METEERGTT
ATAmEEE ANHTEM (SR REPAT) ADFLFHT | MIF | 20%% 121 daE
= | et 7

From the above screen you will be able to link to the Form SF-SAC for each
auditee who has a Form status of “C” (C = The audit is in full compliance). To

link to a form click on the Auditee Name highlighted in blue.

In addition the following fields are returned on the screen:

EIN, Auditee Name, Fiscal Year End Date, Status, Street 1, Street 2, City, State,

Zip Code and Date Received.
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VIEWING ENTITY SIMPLE SEARCH ONLINE

If you choose to View Results from the Entity Simple Search, the list of results from 1-
499 records will be posted online. When a search returns 500+ records the download
option is automatically offered.

D= IO, T 1 o 1
A Remsite from Queery of Single Andit Datahsae - MiG 1wt Eicql i f
Fie (Edt Vs Frvoetes Tooke #lsls .
Epmth e v W 0D Asaaich Pty LA AR
Mﬂl‘l:liil: it ) v i g Comrii e R T CRDSS B L i o ol v i l! o Links”
=
Vs search has probaced & pecends
Theut s it gt e s Foeona ink: el M Bk
W dachive Wosa - MLANLELAKD COHLROE
Aualier e Oy o] I[Pl Vs g Date] esspiei 0ol
ELARLLARDAMHLECE CUF AKE AR DESIUS B VER SIRINGL RED 5288k 0E LT LR ]
LA L AN O AET AN DASSIES S VFR SHENGT D S2allasTE LaLn TE
d il L CTLAECE WESTRENATER | D | S2asaLsi e P
DRSS MAR L ARD CULRECGE TISTRENSTER | R S50 £ B0 L
WESTERN Mk WiAM DT LEGE WEATHIRETEE MDD <559 s bR [Erai]]
WETTIR N MARVE AND COLLITE TWETTLESTIIL KED N2 5FLEM A5 5T Ll
h-‘ﬂ‘uﬂ
s
=1

S b

From the above screen you will be able to link to the Form SF-SAC for each auditee.
To link to a form click on the Auditee Name highlighted in blue.

In addition the following fields are returned on the screen:

Auditee Name, City, State, EIN, Fiscal Year End Date and Completed On* date.

* The Completed On date represents the date the audit was posted to the Internet Data
Dissemination System, usually 1-2 days after the actual processing completion date.
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VIEWING CFDA SIMPLE SEARCH ONLINE

If you choose to View Results from the CFDA Simple Search, the list of results from 1-
499 records will be posted online. When a search returns 500+ records the download
option is automatically offered.

3 Results from Query of Single Audit Database - Microsoft Intarnet Exploim: -
| Fls Ede View Faverms Took Help
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From the above screen you will be able to link to the Form SF-SAC for each auditee.
To link to a form click on the Auditee Name highlighted in blue.

In addition the following fields are returned on the screen:

Auditee Name, Audit Year, EIN, CFDA, Federal Program Name, Amount, Major
Program, Type Requirement, Finding Reference Numbers.
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DOWLOADING RESULTS

If you have chosen Download Results of Audit Search, depending on your
Internet browser, you may receive the following download window.

You may either select:

Open this file from its current location. Doing this will open the file in
an online Excel& spreadsheet.

Save this file to disk. Use this option if you are ready to import the data
into Excel& or Accessa, offline.

File Download - E

"r'u_u have chasen o downloed sfla vom ﬁ; qufiuh.

incomplele seanch asp from o, gos. cEnsus. gy

Md;'w'yldyn’uikﬂh_d:!'n{h_hiu ilsT
i Dp:n:ﬁa fi= ¥omits cument [ocatian
% Beve this file to disk

o e Ao S e o S A ol e

ak | cancal Wara

Open this file from its current location:

If you have chosen to Open the file from it’s current location you will receive
the following online Excel& spreadsheet. Each downloaded (online/offline) file
contains multiple sheets.
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k=2 i i
MESFIIHH;:H-M pavE.oares go PAL (DISEEND L fasp oo mpletesaarch asp :J TG Links
=] B e T
; -
Ca— CpUOTEENAWE | STREETT | STREETZ
] 7] [T WRERE ERVFOHMENTA _ Ei L FeeR
3] taal 139745 HNERSTY OF SERAME VSRR N
Rl il T T LAY HTEBETH TS 4
L& | Fl it ¥
] ] 12800 HEILE
=] T 1855
& | el 180
taal I 126041 SNE 8
n T TeEa
mn 1 | 1 AIME
n ol 13t
(] Tl 1
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T 1HE STE 310
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¥ el o FROHTI R S0 EROCE I 1384 BOLSTONST _,!Jﬁ
i Wiow Dhg + Plragant Emced B0 I A rvroen T
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To save opened data to view offline.

1. Click on the ﬂl Exceld icon found on the Excela viewer window.

2. Save the file by choosing an appropriate file on your hard drive or diskette
and choose a name you will recognize, followed by .xIs.

Example: mysimplesearch.xlIs
Click the Save button.

After you click the save button, the data will be saved and opened in the
standard (offline) Excel& spreadsheet.

5. This file will be available for viewing in Excel& or Importing into
Accessa.

Save this file to disk:

If you have chosen to Save this file to disk the following Save As window will open:

4.

Save As Mk
Sawen: | ‘250133 Downloed Fils =| =@rrMe
Histnry
Ci=sking
bty Do cuminte
=
e
hety Computer
flr'“
Mtk
Fila Fesriea |in-ctrnr.||-ebem1rh e 1] Corym i
S A e |Mn:.mnﬂ Ewcid Waikahee :j Canps|
.

In the Save in: box, locate the file on your hard drive or diskette where you
would like to save the dataset.

Change the File name: to a name you will recognize later when you are
searching for your dataset.

Be sure that the Microsoft® Excelé Worksheet file type appears in the Save
as type: box.

Click the save button.

After the Save routine has finished, the following window may open. Click Open

if you would like to view the dataset in Excel& immediately or Close to view the
file later.
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ADVANCED SEARCHES: ENTITY AND

CFDA
The Entity Advanced Search query allows users to search for a list of respondent
submissions using any criteria from the Form SF-SAC.

The CFDA Advanced Search query allows users to search for a list of Federal Program
data based on any criteria listed on the Form SF-SAC.

From the Access Options for Single Audit Data page, click on one of the following links,
3] Advanced Entity Search g 5] Advanced CEDA Search _

Choosing the Advanced Entity or CFDA search options will route you to the
following search screen, which contains query boxes related to the Form SF-SAC.

Search Tip:

Less vs. More: Choosing more search criteria will limit the number of
records returned. Itis possible to miss valuable information when being
too specific. For instance, a query on the name “New York Board of
Education” will not return any information for an entity named “New
York School Board”. It may be better to query on a less specific name,
such as “New York”.

3 Advanced Search - Microsoft Tnternet Explome L
Fite Eoi | View Favcdibes Tools Hels

HRack v = v F0 D Aogarch GFavaribes FHigary Gr 4 2 A@
ﬁrﬂdf&luhv:p:_l_l'u.:r\'\'.l.:|:|rs.:eﬂ:x:.a:\'frmeESEHtlfudmamh.hm j v ;UnkE*

ADVANCED SEARCH OPTIONS FOR THE SINGLE AUDIT |

DATABASE

Eniex seawch ooenn for aue or wire e

Thezs zaareh eritenia follow the Fann SP-580 and comtam tres sechinne
e Geucral: Pai ], Ko 1=5,
wFinmczal Statepans Pt 1 T 1-5
#Fedeal Prosou. Pat T Do 101

Sesrch crieris me velees In Hhe peeyeed D80 o SP-540

Fervised Foumn SF-EA0 ool lnstmmt s
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[
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After selecting the various criteria desired, click the View Results (see previous
section) or Download Results (see previous section) button to run your query and
view the results. If your query results in more then 499 records then you must use the
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download option (automatically offered for query results 500+). To clear search
criteria click the Clear for New Search button and to return to the search options click
the Return to Access Options button.

20



Importing Data into a
Spreadsheet or Database

The following chapter desoribes the besic procedure of importing a saved dataset
into a Spreackshezt or clatabese application.

chosen to use Microsoft® Excela for the data import examples. If you have
chosen to save the dataset on your hard drive or diskette, follow these
instructions to open and view the file.

F or the purposes of these instructions, the Federal Audit Clearinghouse has

MICROSOFT? EXCELa4

1. Open the Microsoft® Excel& program.

2. Choose File/Open from the menu bar.

3. Locate the file on your hard drive or diskette. Make sure the Files of type: is
set for Microsoft® Exceld (*.xls).

COEE— 1
: N lwem QF LR Toke

Eladvancedcida.sis
Wadyancedentty «ls
Mlincompletesearch 1.xls
Mincompletessarch? s
Flincompletesearch 3.xls
Fleimplesearchl.xls
Hsimplesearch xls

Rl rame | :] g -!

FiEscfime a1 Mo EsalFiEs (a0 *.ak, .l o, '.|||.r_:i Cancel ]
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4. Then click the Open button.

5. The file should open without the aid of the Excel& Import Wizard.

6. Please be sure to look at the worksheet tabs to obtain all the information.

Simple search worksheets (General, Key):

32 1887 124705
ey 1648 154705
L1} 000 124705
) 1980 124705

= AN TEETT) T
I B Wi, BECELAL INFOIMATLON ¢ FEY FON FRC IRECRIT T

Realy

Advanced Search Worksheets (General, CFD

i 0 {3108
u 3od0 11360
a5 X0 LT

an W T=n T
| W EERERAL |\.|1.|-er-|.l\.|1|.r\4}|:FM IRFERMATION | BGEENCT B TION 4 EIN PFOOMETION  § WEY

Rearly

L0

ﬁﬂFAL INFORTAT IO l."

—r R
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MICROSOFT?® ACCESSa

oD

o o

Open the Microsoft® Accessa application.

Create a new database or open an existing database.

From the File menu, select Get External Data, and then choose Import.
Locate the file in the appropriate folder on your hard drive or diskette.
If needed, change the Files of type: to Microsoft® Exceld (*.xls).

Import . ﬂﬂ

logk i | SF-SC Dowrinads P R - B e P =

advancedcfia.xls
Hadvancedentity, xls
incompletassarchl xls
incompletasearch? xls
Dincompletessarch.xls
simplesearchl.xls
simplesearch2, xls

Favor s

Fia gama: I

=l
Filas of pype: *‘ﬂtrmﬂ Exrml [*.xk} ﬂ

ﬁ[ﬂ:m‘tl
Carcal

Click the Import button.
Make sure the Show Worksheets radio button is selected.

Each worksheet of the Excel&a spreadsheet must be imported separately.
For Simple searches only one import for the GENERAL INFORMATION
data will need to be performed.  However, the files obtained from
Advanced searches will require 4 separate imports;

1. GENERAL INFORMATION

2. CFDA INFORMATION

3. AGENCY INFORMATION

4. EIN INFORMATION

B4 Import Spreadshest wuﬁrﬂ' ﬂ

Yo anmmmmm“marrga Wy A o rang
pon, i M

IV Shoes iorksrees

il
o hisred Raracs SCEHC IWFCEATION
B FFORMATICH
FEYFCE FAC PEORMATITH

S 30s 2000
lz2s/=1¢Z000
A0S 2000
p/I0SZ000
B0 2000

Wil wFad T

FYEMDORTE RODITTYES Eﬂ
A
A
B

L

Zanoal o I higst i Brech |
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8. After choosing the worksheet to be imported, click the Next button.

9. Check the First Row Contains Column Headings box, and then click the
Next button.

n2/3172000
54302000
9/30/Z000
543042000
a/30/2000°
A0/ =000

10. To store the data in a new table select the In a New Table radio button.
Then click the Next button.

EAE0OSTO00
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11. Click Next in the following (data specification) window. Changing the
Data Type will be covered later in this chapter.
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13. Name the table you are importing. The default names are usually
sufficient, however you may wish to choose a more specific naming
convention. Then click the Finish button.

14. The database now contains at least one table. In this case the table is
named GENERAL INFORMATION.

2} Create table in Design view
Create table by using wizard

2] Create table by entering data
GENERAL INFORMATION
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CHANGING FIELD DATA TYPES AFTER IMPORTING

The worksheet import does not allow for any data type specification. For instance if
you would like certain columns of numbers to be treated as numeric and not as text
characters, then follow these steps to change the data type specification.

1. Open the Microsoft® Accessa database.
2. Open the table by double clicking on the table name.

f« Microsoft Access

|Elle Edit View Insert Tools Window Help
|[D@E SRy B - B f- % E a0,

= TestDatabase ! Database == K[
EOpen X Design ablew ¥ | 4yorlEE
Objects | Create table in Design view
¥ Tables
= Queries
= Forms
Reports
4 Pages
+ Macros
- Modules

1 Favarites

&)
Z] Create table by using wizard
#l Create table by entaring data
B AGENCY INFORMATION
& CFDA INFORMATION
g EIN INFORMATION
0

GENERAL INFORMATION

3. Click on the design view icon £ - Jocated on the control toolbar or click
on View/Design View from the menu bar.

= Microsoft Access - [GENERAL INFORMATION : Tz
[[] Elle Edit View Insert Format Records Tools Window Help

M- BaRY sme v o @i %a AlnrBa- 0.

AUDITYEAR | DBKEY [TYPEOFENTIT| FYENDDATE | AUDITTYPE |
» [2000 _ 8483 _ 6/30/2000 S
| |2000 _ 8507 _ 6/30/2000 S
| |2000 _ 8839 _ 6/30/2000 S
| |2000 _ 9025 _ 6/30/2000 S
20NN a?7a RAAnSNNN S
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4. In the following design view window, click on the Data Type next to the
Field Name that you would like to change. Change the Data Type by using
the arrow and drop down menu. (Change DBKEY from the “Number”
data type to “Text” data type.)

f. Microsoft Access - [GENERAL INFORMAT

' Fle Edit \View Insert Tools Window Help
R-|R A impe o v 330 DA B

Feid Mara | Da=Type |
[ [ AL ERR: Tewt
¥ |carer Test
| |rrecrenTITY Tewt
| |FTERD0ATE CaeyT e
[ | aeerriee Test
| |PericocoveReD Tesi
| |rareermonTHs Test
|- ML TIRLEEINS Teat
I |em Test
[E T AL T BErAhE Test
=TREET1 Test
| |=mreETZ2 Tesit
[y Tt
[CsTate Test
e Test
| |auorTeEcohT AT Test
| |METEETITIE Teal
[ | awcore=mone Text
|| AR A Test
|| euoeTEsasn Test
|| L TEEC TESTMED CaheT v
[T s TEwrvETITLE Test
|E | CReFIPMKAME Test
[ |creemrEET Test
CRESTREETZ Test
EE=G Test
I Test
|| cpazPcoe Text
[l cPeconTacT Tewt
CPATTILE Test
e e Text
] crara Test
cereral | Lechp | [
Frid Se= =0
Format
Tneat Mask
Caphon
Cefadt Yok
Walldlation Fule
‘Walldaition Teast
Aecuired o
Hliaw Zero Length la
1ndeed “es (Cuplcates OK)
Uricook Campres=ian Ha

5. Click on the design view icon BE - |ocated on the control toolbar or click on
View/Datasheet View from the menu bar, to return to the data view.
Answer Yes to save your changes to the table or No to cancel the changes.

Microsoft Acc ﬂ

@ ¥ou must first save the table.
Do you want to save the table now?

Yes Mo |
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LINKING TABLES IN ACCESSa

In order to perform queries on multiple tables, you will need to link/join the tables by
their primary key, DBKEY/AUDITYEAR. For instance if you would like to find out
which entities had program lines for a certain CFDA, you will need to join the
GENERAL table and the CFDA table. In addition if you wanted to know who
received a copy of the audit, due to the presence of direct findings, then you will need
to add the AGENCY tables to the mix. All of these tables are joined by their DBKEY
and AUDITYEAR fields. The following instructions will show you how to make the
primary key link.

1. Click on Queries from the Object menu. Select Create query in Design
view.

L. Microsoft Access

|Eile Edit View Insert Tools Window Help
D&y 5 ums W b & g8 0.

i= TestDatabase : Database :;_'_'|':[[ ﬂ

#Open & Design @New » " & i@
Objects ) Create query in Design view
T Tables E] Create query by using wizard

= Queries
-1 Fm-rns
Reports
4 Pages
= Macros
* Modules

B Favorites
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2. Select the tables you would like to link and click the Add button. After
you have. Each time you click the Add button the table will be graphically
displayed in the “Relationship” window. After you have added the tables
click the Close button.

L. Microsoft Access - [Queryl : Select Query]
F} File Edit View Insert Query Tools Window Help
E- @y mee o @]l @A

ALDITYESR
DBEET
TYRECFENTITY
FYENIOATE = |

3. To join tables, drag the field name from one table and drop it over the
same field name in the corresponding table. The result will be a line
connecting the fieldnames. Do this for both AUDITYEAR and DBKEY
and for all tables that need to be joined.

L i e
ALDITYEAR. AUDITYEAR " |AUDITYEAR
DBKEY DBKEY " |DBKEY
CFD& TYPEOFEMTITY AGENCYCFDA
RED FYEMDDATE
FEDER.ALPRL AUDITTYPE
AMOUNT PERICDCONERED
DIRECT NUMBERMOMNTHS
LR 'h"\l‘ll‘\l‘\"“fﬂ RALIL TTOI FRTRIS Ll

30



Perform queries using the query grid.

Fi=id: =
Table:

Shaw: [m] [m] [m] [m]
Crharizi

el &

Please see your database administrator or other technical staff within your
organization for help in preparing and performing queries on the
datasets that you have downloaded.
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Contact Information

Feckral Audit Clearinghouse Contatt Irformation

Washington DC, Headquarters
800-253-0696

301-457-1551

govs.fac@census.gov

http://harvester.census.gov/sac
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